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TO : ChW and Wage Division DATE: 11 February 1953
25X1A9a ATIN : Mr

FROM : Chief, Administrative Staff, Office of Communications

SUBJECT: Heallocation of Position

1. The Office of Communications requests that position #5, Clerk/Typist,

25X1A2g GS-301-5, on the llllltable of organization be reviewed and reallocated to
Clerk/Admin, GS-301-6.

2. This request is based upon the fact that the duties and responsi-~
bilities of the position fall into the administrative assistant category.
The incumbent must not only be a proficient typist but also must have the

necesgary qualifications required for overall administrative assignments.
ot ‘3 #Yfhe follo ing are many of the duties and respog#ibilities that
fall upon the incumbent:

A. Subject is directly responsible to the Chief of Station,

f M and indirectly responsible to Chief of Training and
! ief of Security el cewedt Zo in ,ZB po %7....— .

B. Subject is responsible for the organization, maintenance and
security of all station files,

ot

C. BSubject is responsible for the compilation and maintenance of
1 ( a property and supply inventoryy Lowssot’ % /w 2 /z?u;"

D. Subject is responsible for the preparation of all travel

25X1A2g vouchers concerning I personnel, maintains Time and Attendance records
and also leave records.
E. Subject maintains and prepares all reports for the Chief of
{g Station including strength reports, personnel reports.,
F. Subject also maintains switchboard during working hours.
G. In the absence of the Chief of Station, subject has the re-
sponsibility of maintaining the complete supervision of his office.
25X1A2g lis Due to the covert nature of Project H the position not only
calls upon the subject to be security conscious at all times , but it also

calls upon the subject to be discreet and self-reliant.

5. In view of these facts it is requested that this position be re-
viewed and considered for reallocation as Clerk/Admin, GS-6.
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